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National Kaohsiung University of Hospitality and Tourism
Student Leave of Absence Application Guideline
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Amended and approved by academic affairs conference, November 30, 2022 (amendment §7)
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Students desiring to file for leave of absence all need to file for their requests per the guideline’s

stipulations.
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Those applying for a leave of absence shall personally enter the application form’s various basic
data, which is first subject to the class counselor, department dean’s consent, and also personally
notifying the relevant units appeared on the application, and then submit sand application to the
academic affairs office, and upon approved, may file for school departure formalities with
relevant units state in the school departure formality form, and lastly also return the student
badge to the registration and curriculum section, before the leave of absence formality is deemed
complete.

ARG AP FEL > G F]/’ff{,ﬂ?’@ BE S
The leave of absence school departure formalities shall be completed within seven days, and if
exceeding the deadline, it is deed as an invalid application.
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Students on leave shall queue for their leave of absence application being approved before filing
with general affairs office for tuition/bursar fee reimbursement, and shall also submit the fee
remittance receipt in original. Per Ministry of Education regulations, the fee reimbursement
standards are as follows:
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(1) Students applying for a Ieave of absence prior to the registration date (inclusive) shall be
exempt of remitting the fees; if already collected, the full amount is reimbursed.
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(2) Of students applying for a leave of absence from the following day of the registration
date to one day prior to the formal school commencement date, two-thirds of the tuition
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are reimbursed, while the full amount of the bursar fee and the rest of various fees are
reimbursed.
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(3) Of students applying for a leave of absence after the formal class commencement date
(inclusive) but not exceeding one-third of the semester, two-thirds of the sum of tuition,
bursar fee and the rest of various fees are reimbursed.
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(4) Of students applying for a leave of absence after the formal class commencement date
(inclusive but not exceeding two-thirds of the semester, one-third of the sum of tuition,
bursar fee and the rest of various fees is reimbursed.
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(5) Of students applying for a leave of absence after the formal school commencement date
(inclusive and exceeding two-thirds of the semester, the various fees remitted would not
be reimbursed.
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The foresaid various time segments are calculated per school administrative calendar, and off-
campus intern students are to heed to the “internship commencement date” as the starting date,
the semiannual internship heeds to 182 days as the total internship da count, with fee
reimbursement to be actuated per Ministry of Education-specified fee reimbursement standards.
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Applying for a leave of absence for some reason principally heeds to one semester, and intern
students may apply for one semester. Deferred matriculating students, intern students who need
to retake or retroactive matriculate credits in the second semester may apply for a leave of
absence in the first semester, and are exempt from registration; those registered shall at least
select one curriculum.
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With cumulative leave of absence principally capped to two school years, but when unable to
timely reinstate due to severe illness, extraordinary incident, and following a project-based
application approval, may further postpone the leave of absence year cycle by one year.
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The foresaid described critical illness refers to:
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1. Psychological functional symptoms: i.e. dementia, hysteria, excessive anxiety,
depression, schizophrenia and the like.
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2. Communicable diseases: i.e. tuberculosis and the like.
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3. Contracting severe chronic diseases: i.e. heart disease, epilepsy, asthma and the like.
(z) Ex L diBaZ L k% o
4. Undergoing major surgery and moving accidents requiring long-term recuperation.
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The term extraordinary incident refers to:
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1. Those on official business as approved on file.
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2. Those whose family encountering natural (accidental) incident of force majeure, or
whose direct blood relatives encountering extraordinary accidental incidents.
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3. The student per se encountering accidental injury, with limited mobility.
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Those who respond to the military conscription during the leave of absence period may, upon
completing the military service, subject the proof of discharge documentation, file for
reinstatement, where the military service period is not restricted by leave of absence within two
school years.
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Students who apply for a leave of absence due to their own, their spouse’s, or their partner’s

pregnancy or childbirth, and who possess relevant supporting documents, or who apply for a

leave of absence for the purpose of raising a child under three years of age, may apply for the
duration of the leave based on the needs arising from pregnancy, childbirth, or childcare. The
period of leave shall not be subject to the two-academic-year limit on leaves of absence. Upon
expiration of the leave of absence, students shall apply for reinstatement prior to the start of the
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registration period and submit the child’s birth certificate and other relevant supporting
documents.
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Graduates of senior high schools who participate in the “Youth Education and Employment
Savings Account Program” and are admitted to a school may apply for a leave of absence after
enrollment. The duration of such leave shall be limited to a maximum of three years and shall
not be counted toward the originally prescribed period of leave of absence.
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Students on leave of absence shall file an application for study instatement one month before the
leave period expires, and subject to the dean of academic affairs’ approval before they may
matriculate in the department (section) they initially matriculate and in an equivalent school year
or semester.
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Students, when unable to resume their study at the expiry of their leave of absence period, shall
be dismissed.
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Applying for a leave of absence intermittently during a semester, except under extraordinary
incident of force majeure, shall have the leave of absence formalities completed one week prior
to the calendar’s final examination beings at the latest, and no leave maybe applied when
exceeding the cutoff.
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New students and transfer students need to complete the registration formalities in the first
semester following the admissions before they are eligible to apply for a leave of absence.
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Those applying for a leave of absence after the semester registration begins need to first complete
the registration and fee remittance formalities.
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The guideline is implemented upon surpassing the review of the academic affairs meeting,
and declaring with the president for approval and finalization, and the same also applies to all
subsequent amendments.



